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OVERVIEW 



^ ^ The purpose of this one-day workshop is to review those topics 
which should be considered when initiating a school improvement effort 
m career education. It is assumed that before beginning this workshop, 
Che participants have already completed the RBS workshop entitled, 
"Getting Ready for School Improvement in Career Education j' 

The workshop's target group is a career education program planning 
team organized at the local school district level, 



1^ OBJECTIVES 



Upon completing this workshop, participants will have: 

• developed a^ work flow and a work=f low diagram for their local 
career education school improvement effort 

m reviewed sample definitions of career education a^id agreed 
upon a career education definition for their school improve- 
ment program 

© discussed needs assessment strategies and related these 
strategies to their current school improvement efforts in 
career education 

• examined student outcomes from a group of career 
education programs and developed a list of student out- 
comes for their current school improvement efforts 

• examined the RBS list of career education program 
elements and developed a list\ of program elements for 
their current school improvement efforts 



completed a career' education element-outcome grid. 



DIRECTIONS TO THE TRAINER 



The tolloi^ing pages describe activities which can be used to present 
the topics included in this workshop. The trainers may present these 
activities exactly as described or they may alter , delete, add or 
change the order of activities according to the needs of the 
participants. . ' , ■ 

Handouts which accompany thiV workshop are listed in the table of 
contents and are printed on white paper to facilitate copying. Plan 
to have one copy of each handout for each participant available 
at Che srart of the workshop. 

The time needed for this workfhop Is approximatelvr six hours. Esti- 
mated times needed to complete an activity are Included in each 
activity description. The activities may be presented during a one-^ 
day workshop or they may be parcelled out into several workshops* 

Both. italics and roman type will be used in activities in this work- 
shop outline. The words in italics are addressed to you, the trainee, 
and the words in roman type give Information you may want to pass on 
to your audience* 

A diagram entitled '^Sequence of Activities** is found at the beginning 
of each new activity. The purpose of this diagram is to signal the 
start of the new activity marked with the notation, "YOU ARE HERE."' 

This workshop description is not intended to be the sole basis for 
your qualification to lead the workshop. Trainer orientation and 
technical assistance from Research for Better Schools ^ Inc» are 
recoinmende 1 ♦ 

Before attamptlng presentation of any activity, you should btiuumti 
familiar with this entire document.* 

Daring some workshop activities, participants are encouraged to reach 
a consensus of opinion, Trainrrs should attempt to facilitate this 
p .-eBSi but also should be willing to accept minority reports. 

Throughout this workshop, participants are expected to discuss issues 
of interest. If the trainer believes that the number of participants 
is too large for an effective discussion, he/she may opt to divide the 
participants into two or more amall groups. 

This current workshc p is designed to bemused in conjunction with two 
other workshops. The suggested sequence of workshop presentations 



is as rulLuwsi ''Getting Ready for School Improvtiment in Career jEd^ 
ucatton" fSmey, 1981), the current workshop, and "Career Education 
i^ru im Design" (Richards, 1981). . / 



SEQUENCE OF ACTIVITIES 



VOU ARE HERE 



Overview of the Workshop 



Work Flow and Work--Flow Diagram 



Definition of Career Education 



[ 



Needs Assessment 



Career Education Student 
Outcomes ' 



Career Education Program 
Elements 



Developing an Element=-Outnome 
Grid 
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ACTIVITY 



Overview of the Workshop , 



Tn^ purpode of this aativity is to providG^ a hri^f ovm^viGh) of tPis 

The estimatm time for aonduating tJds aaHvity is S minutea. 

D'lstvibut^ the handout^ '^Agenda-SohDol Imppovmmt ^oasBsss in Car^i^cr 
Eauoatian. ■ 

Explain to partiaipants timt this Jiando'ut outlims ths topias to be 
amsidsr&d in the aurmnt workshop and the order in ^Jhiah iheae topLaa 
iHll b& presgntm. 



ACTIVITY HANDOUT 
Agenda—School Improveni enf: 

Overview of the Workshop 
Work Flow and Work-- Flow Diagram 
Definitions of Career Education 
Needs Assessment 

Career Education^ Student Outcomes 
Career Education Program Elements 
Developing an Element-Outcome Grid 
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SEQUENCE OF ACTIVITIES 



Overview of the Workshop 



YOU ARE HERE 



Work Flow and Work-Flow Diagram 



Definition of Career Education 



Needs Assessment 


i 
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Career Education 
Outcomes^ 


Student 




Career Education 
Elements 


Program 



i 



t 

- ! 



Dsvoloping an Element-Outcome 
Grid 



ACTIVITi' 



Work Flow and a Work-Flow Dlagrair 



Pm pia'pass jf this ajtiviiu lb to d£V£lop an ouei'-all uUn -I'l- a 

rh~i £svi~at3d tirna for aonduatiytg thiB acbivity 'its PJ ?nimtcs, . 

•spLaU to im'tiai^antB that after deoiding to wider take a school Lm- , 
proViSrmit sffartjn aaraer eduaation^ the program plafining taam ' aliouUl 
aevsLop a ■Jork flow (i.s.j a logical arrangmimt of variouB taBks to 
OS aaaampuisked) and a work- flow diagram (i.e., a visual d^splaii or 
"roadmap"iaf a proposed order of taBhs to be aoaompliahed from the 
^^^^i ^ 'the pro J eat to its aompletion) . A wdrk flow a work- flow 
dtagrak ai'e important beaauBe they show the logic of the program 
planners^ tkeu force the formulation of an over-all plan/ tliey serve ' 
as a oorfmuniaation link among^ staff, and they oreate a system noting 
ine probress of the .program developmentf ' 

Describe the prooesi\of developing a work flow as ' detenninina a set 
of taaUs' to be aoaomplished and arranging these taaks' into a sequence 
or logical order. Divide the participants intd small groups of tkr^f? 
or four individuals and distribute the handout, "l)cu,:-lo]uno a Wurk 
Flow. " Ins timet each small group to discuss the order 'in wliiah Lhu 
tasks listed on the handout should be aCGOmpUahed and to report their 
conolusions back to the group at large. Explain to participants that 
the purpose of this aotivitiy is to praatice designing a work flow. 

Return the partiaipants to their small groups and instruct them to 
develop a work flow for a career education- improvement progrm in 
the%r achool. After each group has completed this task, discus 3 each 
small group's work- flow plan with the group at large. 

Once the work flow has been agreed upon, the program planning team 
should develop a graphia representation of the project's- work or, in 
other word^, a work- flow diagram. Explain to partioipdnts that a 
program planning team can begin to develop a work- flow diagram by 
starting with: the first task and working toward the laat\qsk, by 
starting with the end task and working the antehedent - consequent 
task relationship backward3--to the starting tasfe\ or by aeleating 
some "middle task and expressing task relationaUpn in both dima- 
iums until Ihi' i-tcwt and and tanks nra vcaahcd. 



D%8tHbute, desoHbe, and diijaiiiTThe handout, "Work-Flow Diagram. " 
Explatn to parUaipante thai the handout aontaina two diagrama which 
represent the logiom 8equem& of i^oae taeks Maouss^ aarUer in 
their small grbupB, '" ■% ' ■ • 

Instruat partioipantB^to retuzm to their mall groups and to develop 
a work- flew Mdgram for the career education aahool improvement pro- 
gram in thep sohool. Diaausa each of these work- flow, diagrams Mth 
the group as a whole, - ' 

/ 



\ " N^^" ' ACTIVITY HMDOUT 

Davaibpin^ a Work Flow 



DIRECTIONS 2 



As a part of a scHbol ^mproveraant effort in career. education 
a program pLanning team has decided to conduct ah in=iervica 
training workshop. Imagine that you 'are a member of the pro 
gram planning team, and that you and your team members must 
decide the arder in which the following tasks should be ac-- 
complished* Place a "TVon the line. provided for the first 
task Infthe sequence, "2" for the secorid, and so on- 

1* Plan the generaKprogram of the workshop including pre- 
liminary agenda* . . . --^^^ 

' ■ ■ , 

2* Make^ teacher staff assignments to write and deliver 
presentations at the career education workshop. 

3. Survey the entire^ school district to determine which 

teachers are willing to raakp presentations at the career 
education .wbrkshops, 

4* Write objectives and the script for each' o£ the career 
education presentations* 

5, Select and Invite teachers from your local school system 
\ to attend the workshop* - - if 

6* Dasign and ^ produce carieer ediicatlon instructional media 
materials for each presentation* - ' 

7* Develop & pre/ppst test and evaluation forms (includteg ^ 
a section which asks about the career education media 
effectiveness). , |\ ' ^ 

8* Conduct the career education in-service training ^ 
workshop* / ■ . ^ 
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ACTIVITY HANDOUT 



Work-Flow Diagrams 



The diagrams below depict the logical sequence of tasks which must 
be accomplished when conduc^i^g an in-service workshop. . ^ 



' Diagram . 1 
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Milestone event 
Activity ^ 

Activity task' ' 
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Diagram 11 ^ 
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SEQUENCE OF ACTIVITIES 



Overview of the 


Workshop 






WDrk Flow and Work^Flow Diagram . 






^Definition of Ca 


reer Education 






Needs Assessment ( 
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ACTIVITY 

' . ^ D el tnlt ions of Career Educatio n 

The purpose of this aaHvity is to mview sample definitions of aare€:^ 
eduQaHon and to smlmt one dsfimtion for the 'atirrmt sahool impmvBment^ 
pTogvwn. ■■: - 

The eBtimated tme for aonduating this aotivity is 4'S miniites. 
I.: Intpodme this^ aativity by proi}iufng the following- inlbrm^iom 

A* /rhe term "Career Educatif;a" came into general use following 
f: speech by U.S. Commissioner of Education Sidney P, Marland, 
Jrx at a meeting of the Natiprial Association of Secondary 
School Principals in 1971. rhls speech called for an inte- 
gration of the academic and vQcational segments of education ^ 
under the title of career education. > Early in the career 
education moveTnent^ on the initiative of the U.S* Office of 
Education and later under the direction of the National Insti- 
tute qf education, money was appropriated for the development 
of modfei career education programs. In addition, by 1972^, a 
number 6f individual school districts had begun career educa- 
rton programs withouu state or federal funding. 



u'^eer aduiMtion di.ff#rs frorn^ vocational education in several 

^ C^r%xcr miinBt ior- Xm k global "term while vocational 
mu::.^Kion ir /^nb^pn Of ant and integral component of ^ 
care^> (^duc^Lio?^- Tbd uaisiest- way .to describe the 
reiaLionslvi.p batw^^Ui career education and vocational, 
edacation Is toVi^oint out that the latter is part of : 
uhe former. , ^ r . - ^ 

a Career education is concerned riot only with paid -works 
but also with wdrk that ipiUnpaid and volunteer, the 
work of the homemaker , arid work doneVas part of pro-- 
ductlve leisure time* Vocatiqnar education focuses on 
paid employment. " = . 

e Career education includes preparatipn for allotypes of 
work including preparation for-, the professions and 
similar careers requiring a baccalaureate for entry. 
Vocational education is, concerned with preparatloh for ^ 
.large numbers -of vocational and technical careers which 
are nonprofessional and require less than a college de-- 
gree for entrance, but which require more knowledge and 
skills than possessed by the typical grndunttj of a general 
high school curriculum^ - . , 



• Career education is concerned with ail students at all 
levels of education, beginning in elemeritary school/ 
Vocational education fpcuses on a select group of stu- 
dents, and it seldom begins below age 14/ 

• Career education emphasizes general skills useful for 
adapting to change. Vo^tional education concentrates^^ 
on specific job skills. 

• Career education emphasizes incorporating career educatioh 
"concepts and awareneW into all classroom content and tech- 
niques. Vocational education focuses chiefly on offering 
specific training couWses. 

Ea^plain to parUoipanis that almoBt Bvery state has ■d&y&loped a aapeer 
ednaaHon plan, whiah inalMes a definiHon of aareer eduoation, Vis-s 
tribute the handout, "State D&fiMtiom of Ctareer Eduaation,'^ and ra^ ' 
vietj these definitions with the' pa^tiaipmis. 

/ . ■ ' ., 

Distribute the handout, ''Career Eduaation Definitions Continuum, <and 
draw the Qoniinmm diagrm on a posterboard or ahalkboard. Explain 
to participants, that while aareer Muoaiion definitions differ from 
earn other j most can be desaribed in terms of their worker-'rola 
orientdtion or other life^roles. orientation. Direct participants to 
arrange the state aareer .eduaation definitions along the aontimiwn on 
their handout. ^ A&k partiaipants tb idmtify th^ definition(s) they 
prefer and to explain why these defini0ons wer^ seleated, ' 

.. - ■ / - ^ 

Divide the workshop parUaipants into Bmall groups of three or ■four " 
individuals. Instruat eaah group to write or selmat a aareer educa- 
tion definition whiah it 'thinks should, serve as aljorkirtg definition 
for the aurrent aareer eduaation sohool improvement effort: ' 

List all suggested aareer eduaation defiwLHona on a posterboard or 
ahalkboard and enaourage partiaipants todisaum eaah: ■Cdnolude this 
aativi-ty wh§n all partiqipanis agree, that one of the suggested de- 
finittions or a revised 'Uersion of a Suggested definition should be ' ' 
adopted as the mrking definition for their Bohoot's aareer eduaation 
program. ' ■ , , ^ 




ACTIVITY HANDOUT 



State Deflnltiona of Career Education 



Delawara S tate Pla;i - Career education Is the totality of experiences 
through which one learns about and prepares to engage in wrk ~ paid or 
unpaid — as part o/ an expected way of living, 

Florida State Plan - Ci^reer educatiott is lifetime education. It is edu-^ 
cation to meet career needs at every stage during one's life, 

Maryland State Plan - Career education is a contlnuins educational process 
used jdeliberatively and collaboratively by school and community to provide 
and assist all individuals with opportunities to develop self and caieer 
awareness, explore a variety of career options, and choose and prepare for 
appropriate^ satisfying, and potentially changing career roles. 

New Jersey State Plan - CatW^ education Is^ the totality of experiences 
through which one learns about and prepares to engage in work as part of 
his or her way of living, 

Pennsylvania State Plan - Career education Is a purposeful, riequential 
process through which the schools, family and total conununity cooperative- 
ly seek;^to assure the satisfactory career developmeht of young people and 
their preparation for adulthood and successful transititon into the world 
of wprk, . 



ACTIVm HANDOUT 



Career Education Definition Continuum 



pIRECTIONSi As a part of the career education definition activity, we ' 
have been discussihg several definitions of career education 
Please arrange these definitions in a logical manner along 
the continuum below. ^ j . 



, ■ /. 

DEFINITION CONTINUUM 



Worker 
Oriented 



/ 



Life=Role 
Oriented 



/ 



/ 
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SEQUENCE^ OF ACTIVITiES. 



Overview of the Workshop 



Work Flow and Work-Flow Dia 



gram 



Definition of Career Education 



T 



Needs Assessment 







Career Educatloi 
Outcomes 




1 Student 



Career Education Program 
Elements 



Developing an Element^Outcome 
Grid 



ACTIVITY 



Needs Assessment 



^ Tm purpose of this^ aaHvity is to desaribe' the riB&ds ass&SBmmt 
proasss as it pelaies to the BQhool i^provm&nt proaess in oaremr eduaation 

The estimated timm for aondudting this aativity is 45 minutes. 

I. Begin this aativity by presenting the following baakground inforrnationr 

A. Needs ^assessment can be broadly defined as the process that 
Identifies the perceived or expressed needs of students as 
viewed by school, personnel, parents and students. * 

A variety of approaches to needs assessment in career ed^ 
ucation have been tried. The most widely implemented ap- 
proach has been discrepancy analysis* In the discrapancy 
analysis j measuring needs requires at least three steps i 

• First J determine the current status of "what is,'* This 
dimension can be assessed through objective measurei 
(faccual Information drawn from^^.tests and questionnaires) 
as well as subjective measures gratings of perceived cur-r 
rent status)* 

• Second^ determine the desired status or what "should be*" - 
, This dimension can be assessed through subjective , measures 

(ratings of pterceived importance., desired status or 
- priority) . 

• Thlrdj determine the amount of discrepancy between the 
■ current and desired status or^ in other words , the 

'*nefedsv" ^ ' , 

C* Two models of discrepancy analysis are the^lnductive 
dnd deductive approaches S . 

• In the Inductive approach, existing conditions are 

■ : ' — fvaluated^gri^ the development of the 'program's 
" S^als so that the suWe^uent^ 

be more relevant to. eKifeting conditions J Co^ 
tlvely few school- improvement programs in career 
education determine needs inductively* 
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In Che deductive approach, the" program's goals are first 
determined, and then needs are derived by measuring the 
discrepancies between existing conditions and their goals. 
A majority of the school improvement programs in career 
education determine needs deduct.ively . 



I 



Explain to pmiaipants that a disovepanoy analysis requires that aa- 
mrate data be gathered to illmmyxte the^natuZ of tfm Msar^^ . 
and to point om the direction for ohange. , Approaches toddta aaler^ 
mgaan oe placed on a aontinimn from highly alient-aentered approaahes 
to highly system-oentered appi>oaahs8; ■ 

• Client-centered approaches 'to data collection are characterized 
by open-ended questiohs and free responses. Information gathered 
using these approaches may suggest relationships not originally 
auticipated. In addition, the length and quality of the answers 
can vary greatly from respondentWo respondent. 

• System-centered approaches to data collection are characterized ' 
by close-ended questions and highly structured responses. In- 
formation gathered using these approaches seldom suggest relatlon- 

■ ships not reflected in specific questions. In addition, system- ' 
centered approaches limit a respondent's opportunity to expand 
the boundaries of provided information. ' 

Draw theyollowing diagrm on a ohatkboard or posterboard and explain 
tmt methods, of data gathering range from highLy cUent-aentered' to 
nighly system-oentered. Moving, from MgUy oUent-oeniered to highly ■ 
system-oentered techniques are dative Ustenir.a^. 8truatm>ed interview 
questiqnnairej oheaklist, and observation. ' " ■ > 

DIAGRAM OF DATA GATHERING METHODS ^ 



DaBaHbe mah of thg data yathmnng tBahniqueu aa Jallom: 

• Active Listening , i * \ 

In the actlve-liscening approach » cllunts/consumers are 
sought to discuss their situation. The data collector ex- 
plains that the dlscussioiT is intended to. Illuminate needs 
. (sys^temwide, ' individual or both) and encourages- the respondent 
to present his or her view of needs. The data collector asks 
probing and clarifying questions and records the discussion 
on audio tape or in extensive notes, . 

* Structured! Intervlev * 

StrucJured Interviews cdntain specific questions .asked ' 
of all respondents.; Usually the interview has an apprOKimate 
fixed length, the questions ate gone through in sequence, and 
appropriate probing questions are often anticipated on the 
interview protocol sheet, , If the respondent strays from the 
question, the data collector may disregard thai' information. 
If the questions are not relevant to the respondent, limiteds^ 
opportunity is provided for restructuring them. Data are \ 
usually .recorded on a form and some Interviews may also be 
tape recorded, ^ ^ * 

Que s 1 1 o nn a 1 r e 

The questionnaire can be relatively cllenC^centered orl ^ 
system-centered, depending on its approach. It irfay include 
questions which addresa needs directly, ^such as, "Do you need 
help ^wlth > ■ ?" or It may ask for information only in- 
directly related to the respondent's perception of ^ needs ^ such " 
aSj "Do students in your class receive career education instruc- 
tion?" In the latter case, the infprmatlon-fSeeking questioh 
may be followed by a more open-ehded question, such as^ "How do 
they learn career edudatlont" These i^ay include a forced choice ' 
response (selection of one response ftrom four or five options); 

' The questionnaire can probe information^. ^plnionS; or -attitudes 
Because It i is a paper and pencil technlq^^ instructions are 
usually contained on the questionnaire form and little guidance 
of encouragement is given for expanding the boundaries of the 
Instrument, It can be administered individually or In large groups 
through the mail or in person* -., s - ' 
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Checklist . i 

A checklist, like a questionnaire and' structured Interview 
can contain items directly related to^eeds (such as a checklist 
Of need areas) or Items Indirectly related to needs, such as a ■ 
checklist of characteristics of the respondents, or both. The 
respondent makes forced choices, but- generally within a fairly 
extensive group of alternatives.. Usually there is provision ' 
for several responses to be checked and often for the responses 
to be prloritizedi, 

• Structured Observation 

Data collectors using structured obsSivatlon g.Hdellnes go 
t^^^^ f / '''^ °* activity and record what they see and hear 
WLthin coded or structured data collection formats. This technique 
ihl^'h^^K'^^f-"'""' ---'^ because it dictates a perspective from 
which the clients reality is viewed and, due to a lack of inter- 
action between clients and researchers, this reality can not Be 
challenged by the subjects. 

Distribute the handoutl 'mmpls Maxima for Needs Aamssmant," and ra- 
uiew eaah item with the partiaipants , Emptdin that' this list of aom- 
mentsis intended to provide asaistanae when planning and aonduoting 
ui nefids assessment. ' , , ' ' 

Emlain to pmtiQipants Uiat the primary aona&m vn any naada asacha^ - 
ment should be to aasure ibJwLt]the purpOBe of the n&&d as&essmmt As 
almrj .and that ths data collected ^a:re dlosely related to the purpoae 
of ^e a&BpQBment. Jn^ a^ition^ in fomation should be aolleated' only 
if it is going to be-iv^ed in decision making. Suggest _ that the, above 
aonaems aan be addr^s0d in large ,pc^t by filtering tte proposed 
needs assessment through a list of key questions, Disauss these ques- 
tions with the partiaipants as faUows : ■ ^ 

• ^ Why does your, program pianning team requir e a needm assessment? " 
Reasons given :inay run the gamut f rom, Vto assist olannars" ^ 
to^ to answer criticisms fronj dissident groups/' etc. 

Each school or district needs 'to eimmine its own reasons for 
conducting Ch^c assessment, especially in the case where the'^ 
district is complying with mandated requirements. The efforts 
v. in conducting a needs assessment , should only be catried but if 
v-= the data will actually be used to guide decision making. 
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What shQu j.d be the scope of the needs assassment ? 
The scape of the needs' assessment, with reapecr to both content 
and respandeiits, directly datermines the extent of the financial 
and human resources recfuired to implement the assessment. 
Increases in either seem to geoTnetrically expand the number of- 
subtasks involved in implementing the. assessment. For example, 
a needs assessment which polls all faculty members and which 
relates to all instructional components is much brcader in scope 
than one which polls only tenth gr^de English teachers. 

On .wh0se^ needs will the program planning team focus and at what 
lev^f " - - " — ^-^^ — " 

Fo^ example J a rt^ds assessment might focus primarily on the 
^udencs, the schadd/institution, the school-commimlty cont.ext, 
_ or some combination >of all three. In addition, it might be- con- 
f ' cerned with only thelelementary: school level, or only -the second- 
' ary school level, or lit might deal with both: levels simultaneously. 

What k ind and amount of data should ^be coilected? 



A wide variety of de 
potentially be of us 



scrip tive, performances or opinion data may 
e. The problem^ however, given all the pos-- 
sible data tHat coulU be^ collected, is .to delimit the data sources, 
It is advisable to d|terminei (1) if data are available whicH' 
might serve the purpAsfe of the needs assessment, and (b) what pro- 
blems will need to .bsNfaced if new data are to be collected. In 
any event ~ decide whV needs what data for what purposes befori 
taking any action. 

What sou rces might the prcgram planning team. use for data . 
collection ? . 77 

All scliool and coimnunity members are potential data sources and 
all school documents, test data, and. self-report/perception da 
are potential information sources* ^ ' 

t ' * 

miat methods are appropriate to collect needs assessment data ? 
The data collection methods to bi considered range from client- 
centered and system-centered techniques. An effort should be 
made to^ determine what existing needs assessment products might 
^e adop'ted or adapted* , ' 
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_What can t he program planning team invest in terms of people 
and money ? . ~ 

Decisions must be made concerning who will plan, manage^- and 
conduct the needs assessment, who will reduce and analyEe the 
results, and whb will report- the results. In addition, pro-^ 
visions must be made for items such as purchasings and/or 
designing instruments, printing costs, data processing, meet^ 
Ing and planning tinie, report preparation, consultants^ travel 
etc. ' 
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ACTIVITY HANDOUT 



Sini^le MaKlms for Needs 'Asiessment 



Needs assessment is a continuing process that should be employed during 
each planning-devalopment--implementation-evalu cycle of a 

program. It is a means of obtaining data that is most advatitaggous when 
used frequently* Program planning teams should not sea the undertaking 
of a needs assessment study as a one-time only procedure^ 

Prior to Initiating a needs sss^ssment Activity, a^ program planning 
team sHould formulate clear, measurable definitions of "need" and of 
the process by which these needs will be identified* A need might be 
defined J for eKamplej as minimum stuSent performance or optimal stu- 
dent performance, , - > 

The planning team should seriously consider the Inductive approach to 
conducting needs assessment, When student behaviors are evaluated 
prior to Che establishment of educational goals, the relevance of these 
goals will be enhanced and thus the rasults of the study will likely be 
more valuable* , ' 

Where appropriate , needs assessment studies should reflect the multl-- 
cultural, multilingual concerns of the community. ' 

The technical quality of survey instruments should be eKaminad, Basic 
measurement principles should be followed to Insure their validity; 
the instruments should be field tested to eliminate flaws ,in their 
designs; and their reliability should be demonstrated* It is also 
essential to employ proper sampling procedures. 

"Needs" that are identified through survey questionnaires should be 
validated with statistical and/or test data* Respondent perceptions 
may be appropriate for measuring che attainment of some institutional 
process goals, but test data should also be employed with student 
learning goals. 

Two or more data collection methods should be used when assessing 
needs. For examples ^ mall questionnaire might be validated with 
personal interviews or observations of a random sample of the 
respondents.^ 1 

At some point in the process, the career education planning team 
should determine whether to meet each need identified as a result of 
the survey* 
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ACTIVITY HANDOUT . . . 

^ Key Needs Assassment Questions 

Why does your program planning team require a needs assessment? 
What will be the scope of the needs assessment? 

On whose needs will the program planning team focus and at what 
level? 

What kind and amount of data will be collected? 

What sources will the program planning team use for data 
collection? * 

What methbds will be appropriate to collect needff assessmant 
data? ■ ■ ■" . ■ 

What will the prpgrain planning team invest in terms of people ' 
and mioney? 



SEQUENCE OF ACTIVITIES 
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Overview of the Workshop 



T 



WorJk Flow and Work^Flow Diagram 



Definitions of Career Education 



Needs Assessment 



YOU ARE HERE 



Career Education Student 
Outcomes 



Career Education Program 
Elements 
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ACTIVITY 



Career Education Student Outcomes 



The purpoBe of this aativity is to havg p^tiaipants emmim variouB 
Hsts of aareer eduaaiion student outaom&s and to agree upon a suggested 
List for their lacal aareer eduaation sahgol improvement effort. 

The estimated time 'for aor^uating this aativity is SO minutes. 

U Explain to pai^tiaipants that detemiining aareer eduaation student out- 
Qomes is an important first step when undertaking a aareer eduaation 
sahool improvement effort. Generally^ aareer eduaation student out^ 
aomes are agrmd upon by a program ^ planning temn before proaeeding 
to develop aurrzjulvin mt&rials or to seleat instruational strategies. ■ 

2. Distribute the handdut^ ^'Career Eduaation Student Outaomes from State 
Plans. Explain to partiaipants that aareer eduaatiov^ plans written 
by state depqrtments of eduaation generally Hhalude a list of student 
outaomes or goal m*eas and d brief desaription of eaah. Ask pc^tiai^ 
pants to aompare and aontraQt the sti^ent ouiQomes or goal areas in 
eaah of the three state plans listed on the handout. " ^ 

3. ^ Distribute the handout^ "RES Career Eduaation Student Oiiaomes J' Em- 

plain to partiaipants that these goal areas Jmve been developed as a 
result of RBS-^ years of emperimae while working in the field of 
aareer eduaation, Direat partiaipants to read and disauss eaah 
of the five HBS aareer eduaation goal ^eas. 

4. Divide partiaipants into smatl groups of thjpee or four irMviduals, 
Instmat eaah group to develop a list of Btudent outaomes it would 
endorse for their loaal^am'eer eduaation sahool improvement effort, ' 
Suggest to partiaipants that student outaomes should be seleated to 
refleat 'the needs identified during their needs assessment study. 

S* Reassemble the pm'tiaipants and disauss eaah of the student outaome 

lists agreed upon by the small groups. Enaourage the group at large 

to adopts adapts or originate a fvnaX list of aarger eduaation outaomes 
for their progrwn, ' . 
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ACTIVITY HANDOUT 

Career Education Student Out com 
' From State Plans 

Dalawara Statfi Plan for Career Education 

• Attitudes and appreciations 

• Career awareness 

• Dec'lsion^maklng skills ^ ' . 

• Economic awareneid 

- • Educational awareness 

• Fundamental competency 

• Marketable skills 

• Self awareness 

New Jersey State Plan for Career Education ^ 

• Career awareness 

• Self awareness 

« Economic awareness 

m Decision-making skills 

• Skill awareness and competence 

• Attitudes and appreciations 

• Qnployability skills 
m Educational awareness 
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Pennsylvania State Plan for Caraer Education 

• Educational .awareness 

• Self awareness 

• Occupational awareness \. 

• Decision^maklng awareness 

• Economic awareness 
m Leisure awareness 

a Work entry awareness 
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ACTIVITY HANDOUT 
RBS Career Education Student Outcomes 



Knowledge of Self a nd Others 

KnQwledge of self and others is a group of outcomes concerned with 
fostering in students an understanding of themselves and others and witri 
developing student Interpersonal skills. In working toward outcomes in 
this group* students become aware of thair om interests, aspirations, 
abilities, attitudes and values^ and those of others. Students also learn 
techniques for appraising and analyzing their personal characteristics in 
terms of career options and begin to plan, and take responsibility for self 
improvement. Further, students develop skills In getting along with others 
and working cooperatively to achieve goals. As a result of their work on 
these outcomes, students begin to develop a clear understanding of them- 
selves\ an awareness of the directions in which they wish to change and 
grow, knd a sense of responsibility for directing their own growth. 

Careei^ Awareness and Occupational Exploration 

Career awareness and occupational exploration outcomes are those in- 
volving student knowledge of the dif ferent kinds of .options open through^ 
out one's career and those relating to student learning about how to 
examine various bccupational fields* Students learn about the necessary 
training, benefits, duties and responsibilities of individuals employed 
in specific occupations* Students also become aware of the limiting 
effects of ethnic and sexual stereotyping and they broaden their horizons 
by examining alternative career roles* In addition, students gain an ap» 
preciatlon of the reasons why an individual would choose a particular 
type- of work and the way in which this choice Influences other roles . (e*g, , 
family member^ citizen^ consumer)* Students learn how to investigate and 
assess their own interests^ ablilties, and values with respect to ^different 
occupations* As a result of work on outcomes in this category, students 
acquire background InforTOation about a wide range of careers and they ex- 
amine in detail those occupational areas which interest them most - 

Career Planning/ Decision-Making 

Career planning/decision-making outcomes involve planning skills and-- . 
decisidn-maklng skills as they rplate to planning a career. Students ^ 
learn that career planning Involves examining alternative careers paths 
in light of one's owi interests , aspirations, abilities ^ attitudes and 
values, and making decisions accordingly. Students develop an under- - 
standing that thoughtful decisions made with an awareness of possible 
consequences can help them affect their futures in positive ways. Once 
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students have developed planning and decision-making skills, they are 
ready Co ^braulate their own tentative 'career plans with the realization 
that these plans will be revised throughout life. 

Career Preparation 

■ Career pr eparation includes those ouCcomes which relate to student 
acquisition of academic and vocational knowlege and skills necessary to 
enact career plans, i , 

Career Entry and Progression 

The career entry and prog;'rti.u±on outcomes are concerned with develop- 
ing the ability of studenta to rind both paid and unpaid job's. In addition, 
scudents- learn about work attitudes and behaviors which help in retaining 
a job, and about proceaures for moving up the career ladder. For students 
Interested in entering postsecofidary •education, instruction Is also offered 
on how to seek, gain acceptar;ce iiSo, and complete a prog^im appropriate 
for them. As a result, students acquire skills which help them obtain 
heir first jobs as well as subsequent employment. 
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ACTIVITY . ^ 

Career Education Prograni Elements 

Th0 purposg of this aatiwity %s to examine possible aarem^ eduaatian 
pmgrtm elm&nts^ arid to saUat a group of ppogrmn elemmits the parUaiDants 
unsh to tmorpomts^ into their loaal qmeer edmation sahool improvement 
effort. 

The eBtmat&d time for aondnatir^ this aativity is 60 minutes, 

I. Explaui to partiQipants that an ideal aareer eduaation program^ inaludes 
' a rmmbar of elements or aomponents whicK togeth&r^ help students aahieve 
^ai^&er eduaat%on outa'ames. These elements or aomponents are as follows: 

m courae instruction 

• commurilty^based learning activities 

• axtra-currlcular activities 

• guidance services 

• resource center 

• school coimnunity linkage 

• staff development 

• administration/management 

Note th^t elements of a aareer education program might include aativities 
^ whiah oaQur in more than one setting (e,g^^ one aativity might ooaur in 
the alassroom and home^ another in the alassroom ar^ on employer premises) 
Likewise^ some aativities may be part of more than one progrmi aomponent 
(e.g,^ an aativity might be port of the aourse of instmation and^ at the 
same time^ have a aorrmunity-based learning orientation), 

2. Distribute the handout^ "Elements of an Operational Career Eduaation 
Frogrms^- and disauss eaah of the eight program elements ^ 

S. Diuide partiaipanta into smalt groups of three or four individuals, 
Instruat ehah small group to develop a list of program elements they 
Mtild er^orse for their local aareer eduaatian sahDol improvement effort'. 
Suggest to partioipants that progrm elements should be seleated to re- 
flect the aareer education needs identified during their needs assass-- 
m&nt study. , 
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I'i^ pui>tioivanta and dia^uau <saah of the Qar-e^v eduaatiuv 
l>i-: n'j;'i e,,,r;eni lists ajrjcd ul:^k by tkc malt gi'oup^. Snaoumac the 
ji'jup a; i,ap-^e so aaopt, adapt, op- originate a final aai'eer- ediwation 
pvogra^-i 4L.£Tnmt.£ list to be nacd in theiv auvvent aaveer c±i<2J.tiaK 



ACTIVITY iiANDQUT 

Elements of an Operational 
Career Education Program 



' CQursa InstrucfclQn ^ ' 

Course instruction includes all school courses and all activities 
within those..courses which contributa to student accomplishment of carear 
education objectives* Activities include those- which occur within- the 
.classroom and tt}Ose\extra-classroom activities which are assigned as part 
of a school cour^se (e*g., homework, assigned work experiences) . 

C onmiunlty=Based Learning Activities 

Cormunity-based learning activities refers to learning experiences ' 
which utilise community resources in a comnunity setting and which require 
students to learn by observing, , participating or producing. In a career ! 
education program, coTOsunlty-basetf learning activities may Include, for ex- 
ample, field trips, cooperative work^study programs, and observing or' j 
shadowing workers. Some community-based learning activities might be con'r 
nected to a specific course, of study while others might be offered as \ 
optional, noncourse-related learning opportunities * 

Extra-Curricular Activities 

Extra-curricular activities are aKperiences that occur under the aegis 
of schools, but are not part of regularly scheduled course instruction/ 
Some of these activities have a specific career education purpose. In- 
cluded among these arer 

• career fairs - introducing students to an array of career 
choices through brief written, oral and visual presentatlous 

• career clubs - developing student Interest in a field and 
providing realistic views through specific inforreation and 

• direct experience (e*g. , Future Teachers of Merlca) 

# career assemblies - using guest speakers, films and other 
"on-stage" devices to acquaint students with occupational 
opportuiiitles* . 

Activities whose main purpose is something other than career education 
may have a career education dimension* Included among these arei 
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• ■ club's - providing varying experiences in, areas of student 

interest, (e.g. , (irama club, dabatina club, chess club) 

often leading to vocation arid ;leisure^ time activity choices ,', 

• sports activity - dayeloplng .interpersonal and self reveal- . 
ing experiences through individual or team,eff.prts , ; . . , 

• student govecnment - providing an oppprtunlty for students ' . 
, to be leaders and followers " . .\ \ , 

• special school project - dewioplng career , awareness and the 
ablilty to work and cdoperate with otherr through iuch ac- ■ 
tivieies as car washes and bake sales. r. . ' 

Guidance Services , ■ t-..., , ^ 

Career guldanee services ^are formuluted actions which .ifocus directly 
on helping Btudshts as ^dlvlduals perforin well In life roles, these 
services usually Include i ^ 

> ' / '' ' . ' . ■ ^ 

• infomatlohal - students are made awa?e of opportunities available 

to theta fro they can make better career choices. and decisions ' ^ 

• counseling - students, indiviaually and In groups, are helped ' 
toward self-understanding with emphasis on decision-iDaklng ^ " 

• planning and placeraent - students are helped^ to make IndivlduaL 
career plans "and to act upon these plans . . * , 

Resource Centet . ^ ^ ^ ' i 

Career resource centers (sbmetimea referred to as career cent^ars 
career learnlrfg centers, or career guidance centers) provide means 'for 
delivering a variety of career education services and resqurces to stu- 
dents, staff merabera and conmunlty mambera. the range of resources, ^nd 
services might includei . ^u^^i^^"^^^"^^ ^ / ^ 

• occupational inforffiatlS^filess such as career pamphlets and 
computer-assisted^ Informatibn systems 

m education/training information files , such as school catmlogs 
and apprenticeship opportunities i , ' 

• instructional ;mediav such as films,' filmstrlps^ workbooks, 
games arid slmulitionsi and audio tapes ; / 

• c<irriculum guides or instructional activities files ^ 



• career exploratidn resources files, including field trip sites, 
opportunities for shadowing, and internships 

■ ■ ' ^ ! 

• human resources files , such ^ae volunteer speakers, consultants, ' - 
and mentors 

m job vacancy fllas 

'» consultation and training a'ervices fox teachers implementing 

career education activities. \ 

Although these resources and services could be provided in many d if- \ 
ferent ways, there are advantages to having them organized and coordinated 
Ih one location. \ 

School/ Communist y Linkage * " .1 

School community linkage refers to' the connections between the school 
and non-school personnel such as parents, buslneso and labor ,organlzationa, 
community groups, social agencies g gdvernment agencies, and community mem- 
bers in general, ^ ■ \. . 

Since students learn about careers in all settings, a career education 
program benefits from the active* participation of community members* 
Ideally, community members should participate in a^^career education program 
by working with school persbnnel to plan and Implement the program by vol-- 
unteering as guest speakers or as workers to observed or shadowed. In 
addition^ conmiunity resources such as funds, equipment, and paid and unpaid 
\work opportunities should be used to support a school-sponsored career ad-- 
ucation program* .1 

Staff Development , - 

Staff development refers to ways by which professionil personnel re- 
view or acquire skills, knowledge, and attitudes related to career edu'- 
cation objectives/ Staff development might occur as a result of coursed, 
conferencesp workshops, community-based learning activities (e, g. , ex» 
changes, shadowing, etc*)? and other on-the-job experiences including 
regular or task/problem-oriented professional staff meetings, ^ 

In aadition, the content of a career education staff development 
program would ideally include the followingi the . rationale for a career 
education program, student outcomes, strategies for implementing a com- 
prehensive career educatioi^ program, recommended methods arid techniques 
for teaching career education in the classroom^ and resources available 
for career education* \ ■ ' 
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Administration/Management 

. ■ ' - \ 

Adminlstration/manageraent refers to planning, organising, direGtlng.V 
and controlling human or rakterial resources to accomplish predetermined ' 
objectives. In the case of a career education program, the task of ad-^"' 
ministering tjie program should be assigned to one individual (e.g., a V 
career eduua'tion coordinator) or to a small group of individuals who would 
be responsible for undertakings the 'following raanageraent functions i 

• design and manage the planning ind implementation of the progra^m 

• assess the roles and responsibilities of staff members-in terras 
of the career education program and thi relationship of this 
program to the school, school district, and community. 

• eKamine the career education program to ensure that it is com- 
patible with the school district's rules, regulations and 
protocols ^ , 

m. construct and administer a budget for the career education 
program. 
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SEQUENCE' OF ACTIVITIES 
Overview of the Workshop 



Work Flow and Work-Flow Diagran 



Definition of Career Educatio'n 



Needs Assessment / 



YOU ASE HERE 



Career Education Student 


■ ^Outcomes 
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Garner Education Prbgram. 


Eiements^ 
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ACTIVITY 



Pevelopln^ an Element-OuLcome Grid ' 



The purpose of tPds aativity is ia'donstmQt^m'&lmmi-outQ gHd * 
' fi^om the student outaom&s and pmgrcm elements uppn:yhiQh _have been pre^ 
viously agreed. . ' ■ " 

The eBtimated time for^ aonduating'^m^ is 30 minutes. ^ 

1, Distribute the hw%doutj': ''EtmehtnOuioome GHd.'' Instruat partiaipants 
list aar^er ediiaatidn:pwgt^m elements on the left side of the grid 
and student mtaomes darosB the "top of the grid. Drm the following 
exmnple on a]chalkpoard'or poQterboard to illustrate these iytatruations 



STUDI'NI' OUTCiOMI'S 
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Explo'Ln' to parHQipants that the purpoB^ of a program etement may bi, 
to Qontribute to all of the Btudent outaomm; to twa^ thme or fom^ 
_8tudmt outaome&j 02^ td only om of\the Biudent oniQom&s listed on 
the grid. = , ■ ^ ^ , 

Instruat partiaipants to disauss all the prograin etmentB of their ^ 
ioaal aareer education Bahpol impmvmmt effort in terms of their 
seleated student outaomes. Ask partioipants to aonsider each of the 
gHd aglls on boms, when posing the questiom Do we want tMs piv- 
grmi flemenb (&.g.^ Guidmiae Service) io aontpibut& to that studmit 
outQom\ (e.g.. Knowledge of self and others)? If bOj the partiaipantB 
should place an X in the appropriate bar to indicate the two variahles 
correspond with each other, .. If the answer is ''no, " (e.g.^ we do not 
wan^ that program element to aontribute to that student outcome)^ then 
no mark should be plaaed in the cell or grid. ■ " , 

To illusti-^ate the /'yes^^ answer described above^^ place an X in the 
''guidance service - knowledge of self and others'' boss on the grid 
you drew for demonstration purposes^ V 9 eamiple below: 

. . . ' wmmr mrcom 

■ : ' I 
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Dimat partiQipants to aompietely fill-in the elmmnt-outaame gHd, 
ConQiude thiQ aativity by :no ting' that the elmmit^outcwme grid will 
bs used in a Bi^ssquBnt uovkshop (i.e^j ''Camer Eduoation Progrmn 
DsBign" tRiahdrdSj 19811^ bo deimlop pTOgram>.goal$ and objeoHves), 



DIRECTIONS^ 



ACTIVITY HAWDOUT 
An Eleinent-Outcome Grid 



Bafore^ beginning the decision-making process .described by your ^ 
trainer, fill in your planning team's program elements and " " 
scuaenc outcomes* 



Student Outcomes 



Program 
Elements 



1. 
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